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ERL submits a request to the 
RA Coordinator inbox. 

1

ERL submits a request to the 
RA Coordinator inbox. 

1

RA Coordinator reviews 
the submitted 

documents and works 
with the ERL for any 
recommendations or 

changes. 

OHR Chief reviews the 
analysis and 

recommendation and 
sends to Deputy 

Director, Administration 
Division to review and 
approve the request.

Deputy Director, 
Administration Division 

reviews and sends 
determination to OHR 

Chief.

 RA Coordinator records the 
information into the Log, informs the 
program of the decision, pending any 

clearances, and creates and routes 
the RPA to PTU to be keyed.

 RA Coordinator records the 
information into the Log, informs the 
program of the decision, pending any 

clearances, and creates and routes 
the RPA to PTU to be keyed.

OHR Chief notifies the 
RA Coordinator if 
approved or not 

approved.

5

1 - Program Employee Resource Liaison (ERL) submits a request to the Retired Annuitant (RA) 
Coordinator inbox.
2 - RA coordinator reviews the submitted documents and works with the ERL for any 
recommendations or changes.
3 - Office of Human Resources (O H R) Chief reviews the analysis and recommendation and sends to 
Deputy Director, Administration, to review and approve the request.
4 - Deputy Director, Administration, reviews and sends determination to O H R Chief.
5 - O H R Chief notifies the RA Coordinator if approved or not approved.
6 - RA Coordinator records the information into the log, informs the program of the decision, 
pending any clearances, and creates and routes the RPA to PTU to be keyed.
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